
	INF2080: Spreadsheet 2
Software Skills Checklist

	Students enhance their skills in creating spreadsheets using advanced formatting tools, formulas, and charts.
	Mastery

I know how to use spreadsheet software to solve problems, and I can teach someone else.
	Competent

I know how to use spreadsheet software to solve problems, but sometimes I may need help.
	Limited

I still need practise using spreadsheet software to solve problems.

	Create and Manipulate Data

	inserting data using fill
	(
	(
	(

	changing font colour
	(
	(
	(

	changing worksheet views
	(
	(
	(

	splitting, freezing, and unfreezing workbooks
	(
	(
	(

	hiding, unhiding, and arranging workbooks
	(
	(
	(

	inserting and modifying page breaks
	(
	(
	(

	Manage worksheets, including

	inserting, deleting, and rearranging worksheets
	(
	(
	(

	creating a workbook from a template
	(
	(
	(

	Format Data and Content

	inserting and deleting rows and columns
	(
	(
	(

	using text to create columns
	(
	(
	(

	changing row and column width and height
	(
	(
	(

	hiding and unhiding columns and rows
	(
	(
	(

	applying changes to horizontal and vertical alignments
	(
	(
	(

	centering titles across a series of cells
	(
	(
	(

	using a function to display current date and time
	(
	(
	(

	formatting data and tables
	(
	(
	(

	applying styles to cells
	(
	(
	(

	Create and Modify Formulas

	using functions to create average, minimum, and maximum values (e.g., AVERAGE, MIN, MAX)
	(
	(
	(

	using functions to count numbers, and count both text and numbers (e.g., COUNT)
	(
	(
	(

	using functions to calculate interest rates, monthly payments, and present value (e.g., PMT)
	(
	(
	(

	using conditional logic in a formula (e.g., IF)
	(
	(
	(

	summarizing data using subtotals
	(
	(
	(

	formatting and modifying text using formulas
	(
	(
	(

	looking up data using a formula
	(
	(
	(

	protecting formulas using lock and unlock
	(
	(
	(

	Visually Present Data 

	Create and format charts, including

	inserting various chart types;  e.g., 2-D column, pie, scatter
	(
	(
	(

	using chart tools to create a clustered column graph
	(
	(
	(

	modifying and positioning chart elements to a clustered graph
	(
	(
	(

	inserting and modifying illustrations
	(
	(
	(

	inserting, moving, and sizing graphics from an outside source (e.g., the Internet)
	(
	(
	(

	Sort and filter data, including

	two-component simple sort
	(
	(
	(

	two-component filter sort
	(
	(
	(

	outlining data
	(
	(
	(

	Collaborate and Secure Data

	Manage all changes to workbooks by

	saving and publishing workbooks and worksheets as webpages
	(
	(
	(

	converting files to different formats
	(
	(
	(

	protecting and sharing workbooks
	(
	(
	(

	preparing workbooks for distribution
	(
	(
	(

	Action Plan:

Student Signature
Teacher Signature

	Time to Reflect

	What are three things I learned in this course that I could see myself using in the future?



	What are two things I liked to do in this course?



	What is one thing I would like to find out more about?



	Have I checked out Microsoft Certification? Is that something I'm interested in pursuing?
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